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TIPS  ON  TEST  -  TAKING 


A.  WEEKS  BEFORE  THE  EXAM. 

1.  The -Examination  Announcement  (Poster) 

You  should  begin  by  reviewing  the  examination  announcement.  This  poster 
provides  both  a  job  and  an  examination  description  along  with  other  useful 
Information. 

2.  Reading 

The  better  you  are  able  to  read,  the  better  you  are  likely  to  do  on  the 
examination.  Therefore,  read  as  much  as  you  can  before  the  examination. 
Reading  the  newspaper  everyday  is  a  good  way  to  practice  and  improve  your 
reading  skills.  Any  general  reading  of  this  kind  may  be  of  some  help. 

3.  Nutrition 

Hunger  may  hurt  your  chances  for  success  on  the  examination.  Taking  this 
examination  will  cause  you  to  use  up  energy.  You  should  prepare  for  this  by 
eating  sensibly. 

4.  Anxiety 

Getting  nervous  over  taking  a  test  can  hurt  your  performance.  You  should 
avoid  getting  too  anxious  about  this  exam.  You  can  reduce  your  anxiety  by 
relaxing  and  preparing  to  do  your  best  on  the  exam.  This  booklet  will  teach  you 
how  to  take  this  exam  and  do  your  best. 

5.  Self  -  Confidence 

Confidence  in  yourself  may  help  your  performance  on  the  examination.  .  If 
you  are  convinced  that  you  will  'do  poorly  on  the  examination,  you  actually  may 
be  decreasing  your  chances  of  doing  well.  If  you  meet  the  entrance  requirements 
for  the  exam  and  have  prepared  well,  you  should  be  confident  that  you  will  per- 
form as  well  as  many  other  applicants. 

6.  The  Night  Before 

Doing  a  lot  of  studying  the  night  before  the  exam  will  not  be  very  helpful 
the  next  day.  Instead,  you  should  spend  the  evening  relaxing,  doing  something 
that  you  enjoy.  You  should  also  be  sure  to  get  to  bed  early  and  get  a  good 
night's  rest.  If  you  are  tired  you  will  not  be  able  to  perform  at  your  best  on 
the  exam. 


B.   EXAMINATION  DAY 


1.  The  Location 


Be  sure  you  know  exactly  where  you  are  to  go  to  take  the  examination.  You 
should  plan  on  arriving  there  early  and  well  prepared.  Bring  a  sufficient 
supply  of  No.  2  pencils.  If  you  wear  glasses  be  sure  to  remember  to  bring  them 
with  you. 

2.  Following  Directions 

Your  success  on  this  examination  will  be  due,  in  part,  to  your  ability  to 
pay  attention  to  directions.  Listen  carefully  to  any  directions  which  the 
monitor  gives.  If  you  have  any  questions  or  do  not  understand  something,  bring 
it  to  the  attention  of  the  monitor.  Be  sure  you  read  and  understand  all  written 
directions.  Following  directions  is  essential  for  successful  test  taking. 

3.  Time 

There  will  be  enough  time  to  complete  the  examinatione  Yet,  it  is 
important  for  you  to  realize  the  time  limits  of  the  examination.  Bringing  a 
watch  and  keeping  aware  of  the  time  will  help  you  to  do  this.  Plan  your  time 
wisely  so  that  you  may  take  a  short  (2-3  minute)  break,  should  it  be 
necessary. 

M.  Trick  Questions 

The  examination  will  not  contain  trick  questions.  There  will  be  no  hidden 
or  unusual  meanings  intended.  Questions  will  be  simple  and  straightforward. 

5.  Negative  Questions 

Some  questions  in  the  examination  may  be  worded  positively,  others 
negatively.  Be  sure  to  read  the  questions  carefully,  so  you  can  distinguish 
between  these.  The  negative  questions  may  ask  you  to  pick  out  the  exception 
from  a  series  of  possible  choices. 

6.  Tough  Questions 

You  should  answer  the  easy  questions  first.  Everyone  will  find  some 
questions  tougher  than  others.  Do  not  be  alarmed  by  this.  If  you  find  some 
questions  tough,  skip  them  and  come  back  to  them  later.  Do  not  spend  too  long 
on  any  one  question. 

7»  Guessing 

If  you  do  not  know  the  answer  to  a  question,  you  should  review  the  choices 
and  cross  out  those  which  are  wrong.  This  will  help  you  find  the  correct  answer 
and  reduce  your  risks  In  guessing.  Your  score  will  be  based  on  the  number  of 
correct  answers.  Therefore,  if  you  do  not  know  the  correct  answer,  you  should 
guess.  There  are  no  additional  penalties  for  guessing. 
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8.  Multiple  Choice  Questions 

a.  In  answering  incomplete  statements  it  may  help  to  reword  the  question 
with  each  of  the  choices. 

b.  Absolute  words  such  as  "always"  or  "never"  may  tip  you  off  to  incorrect 
answers . 

c.  Correct  answers  usually  are  those  which  show  cooperation  with  the 
public,  other  officers  or  supervisors. 

d.  Correct  answers  tend  to  be  longer  than  the  other  choices. 

e.  Finally,  be  advised  that  test  developers  understand  these  flaws  in 
multiple  choice  tests  better  than  applicants  do.  They  also  try  to  eliminate 
many  of  the  hints  which  are  listed  above. 

9.  Reading  Comprehension  Questions 

a.  It  may  be  helpful  to  read  the  questions  over  first  and  then  to  read  the 
paragraph.  You  will  then  know  what  to  look  for  in  the  paragraph. 

b.  Incorrect  choices  are  often  contradictions  of  statements  in  the  reading 
passage. 

c.  Correct  choices  are  often  wordings  or  rewordings  of  parts  of  the 
passage. 

10.  The  Answer  Sheet 

Be  careful  to  mark  the  answer  sheet  clearly.  If  you  change  your  answer,  be 
sure  to  erase  your  first  choice  completely  and  to  indicate  your  new  choice 
Nearly.  Do  not  leave  any  stray  marks  on  the  answer  sheet.  The  numbers  of  the 
answers  go  down  from  top  to  bottom  (see  sample  attached),  not  across  from  left 
to  right.  It  may  help  you. to  keep  one  hand  on  the  answer  sheet  and  one  hand  on 
the  exam  booklet.  This  will  help  you  to  save  time  and  to  be  precise. 

11.  Cheating 

Rely  on  your  own  abilities  and  do  not  copy  from  anyone.  You  have  no 
guarantee  that  another  person  knows  any  more  than  you  do.  Also,  cheating  is 
against  the  law. 

12.  Learning  Experience 

Taking  the  examination  and  finding  out  your  score  can  also  be  a  learning 
experience.  It  may  help  you  on  other  examinations,  which  you  may  take  in  the 
future,  by  teaching  you  about  the  testing  process. 


BLANK  APPLICATION  FOR  CIVIL  SERVICE  EXAMINATION 


APPLICATION  FOR  CIVIL  SERVICE  EXAMINATION 

NOTIFY  IMMEDIATELY  OF  ANY  CHANGE  OF  ADDRESS  FOR  FUTURE  CORRESPONDENCE 


PLEASE  PRINT  YOUR  NAME  AND  MAILING  ADDRESS  BELOW. 


NAM*  Of  APPUCANT  (HtST.  MIOOlt  ANO  LAST  NAM!) 


AOOttU  (NUMlii  ANO  STRUT.  R.0   Ot  P.O.  tOX  NO.) 


CITY  Ot  TOWN.  STATI  ANO  IIP  COO* 


Millie  ^ 

uepartrnent  of  Pmora  Aaiauuiuuii 
Oni  Ashburton  Placa 
Boston.  Ma.  02108 

Or  dttivar  to: 
Information  Count* 
Room  201 
Oni  Ashburton  Placa,  Boston 


IMPORTANT:  Check  tho 
exam  announcements  for 
tho  last  data  for  filing 
applications. 
No  application  will  ba 
accepted  unless  it  is 
delivered  or  postmarked 
on  or  before  the  last 
date  for  filing  the 
application. 


READ  ALL  INSTRUCTIONS  ON  BACK  OF  THIS  CARD  BEFORE  COMPLETING  APPLICATION. 

DO  NOT  BCND  OR  SEPARATE  CARDS.   FOLD  ONLY  ON  PERFORATION. 


Must  be  PRINTED  in  INK 


ANNOUNCEMENT  NO. 


I 


EXACT  TITLE  OF  EXAM  Stt  flAM  AHOUNCiMflTI 


LAST  NAME.  FIRST  NAME.  MIDDLE  INITIAL 


SOCIAL  SECURITY  NO. 


MAILING  ADDRESS 


J-J 


DATE  OF  BIRTH 


CITY  OR  TOWN.  ZIP  CODE 


VETERANS  PREFERENCE  applies  to  "Wartlac  Service" 
-Huat  have  served  90  days  prior  to  May  7,   1973 

□  VETERAN 

□  DISABLED  VETERAN 


Q  I  *M  CONSIDERED  TO 
BE  LEGALLY  BLINO 


TELEPHONE  NO. 


DATES  OF  HONORABLE  ACTIVE  SERVICE; 
FROM 


TO 


CHECK  ONE  BOX  ONLY.  If  filing  for 


both,  file  two  Application*. 
1  Open    $10  cxaa  application  fa* 
or  WAIVES  FORM  mist 
accompany  application. 
(DO  NOT  SEND  CASH) 

□  PROMOTIONAL 


SEX: 

Dmale 


□  FEMALE 


YOUR  RACIAL  OR  ETHNIC  IDENTIFICATION: 

□  WHITE     '         □  BLACK  □  HISPANIC 

□  ASIAN  OR  PACIFIC  ISLANOER 

□  AMERICAN  INDIAN  OR  ALASKAN  NATIVE 
Q  CAPE  VERDEAN 


False  information  provided  in  this  application  could  lead  to  removal  from  the 
civil  service  eligible  list.  I  hereby  declare  that  the  statements  and  answers  made 
as  a  pan  of  this  application  are  true  and  are  made  under  the  penalties  of  perjury. 

SIGNATURE: 

DATE 


COMPLETED  APPLICATION  FOR  CIVIL  SERVICE 


APPLICATION  FOR  CIVIL  SERVICE  EXAMINATION 

NOTIFY  IMMEDIATELY  OF  AJO   CHAi   U  Q>  ADDR1SS  FOR  FUTURE  CORRESPONDENCE 


PLEASE  PRINT  YOUR  NAME  AND  MAILING  ADDRESS  BEIOW. 


NAM(  Of  APPLICANT  (FUST.  MIDOU  ANO  IAJT  NAMt) 

Lloyd  Martin  Corbin 


ADOtt&S  IMUMUI  ANO  STRUT.  R.0  OB  P.O.  SOX  NO) 

1  Ashburton  Place,  Room  519 


CITY  01  TOWN.  STATt  ANO  ZIP  COOC 

Boston,    MA      02108 


toil  IK 

4pvtm«Tt  of  Pranl  UmiKW6m 
ne  Ashburton  Plsca 
cotton,  Ma.  02108 

.  f  dalivjf  to: 

Information  Countar 

Room  201 

Ont  Ashburton  Placa.  Boston 


IMPORTANT:  Check  tha 
axam  announcements  for 
tha  last  data  for  filing 
applications. 
No  application  will  be 
accepted  unless  it  is 
delivered  or  postmarked 
on  or  before  the  last 
date  for  filing  the 
application. 


READ  ALL  INSTRUCTIONS  ON  BACK  OF  THIS  CARD  BEFORE  COMPLETING  APPLICATION. 

DO  NOT  BEND  OR  SEPARATE  CARDS.   FOLD  ONLY  ON  PERFORATION. 


Must  be  PRINTED  in  INK 


ElOUNCEMENT  NO. 
.9182 


I 


EXACT  TITLE    DF   EX/  M  SEI  [MM  tMOUNCEMMTl 


Head  Administration  Assc.  ST  Service 


LAST  NAME.  FIRST  NAME.  MIDDLE  INITIAL 

Corbin  Lloyd  M. 


SOCIAL  SI  CURITY  NO. 

055j4  4  [J  9  0  5 


MAILING  ADDRESS 

1  Ashburton  Place 


OATE  OF  BIRTH 

3/5/56 


CITY  01  TOWN.  ZIP  CODE 

Boutor      MA      02108 


VETERANS  PREFERENCE  appllaa  to  "Vartla*  Scrvlct 
-Mu»t  h»v«  arrvtd  90  day*  prior  to  Kay  7,   1975 
D  VETERAN 

□  DISABLED  VETERAN 


r]  i  AM  CONSIDERED  TO 
BE  LEGALLY  BLINO 


DATES  OF  HONORABLE  t  CTIVE  SERVICE: 
FROM 


TO 


TELEPHONE  NO. 

727-2408 


YOUR  RACIAL  OR  ETHNIC  IDENTIFICATION: 

□  WHITE  □  BLACK  E  HISPANIC 

□  ASIAN  OR  PACIFIC  ISLANDER 

□  AMERICAN  INDIAN  OR  ALASKAN  NATIVE 
Q  CAPE  VEROEAN 


SEX: 

0&  MALE        Q  FEMALE 


CHECK  ONE  BOX  ONLY.  If  f*ng  for 


both,  fOa  two  Applications. 

"H  Open    $10  cxaa  application  fac 
or  WAIVE!  POlit  auae 
accoapany  application. 
(DO  NOT  SEND  CASH) 

5)  PROMOTIONAL 


False  informati  i  provided  in  this  application  could  laad  to  rtmoval  from  the 
civil  service  eligole  lis  .  I  hereby  declare  that  tha  statements  and  answers  made 
as  a  part  of  this  a pplication.  arei  true! and  are  made  under  the  penalties  of  perjury. 


SIGNATURE: 


DATE 


KEY  POINTS 
ANNOUNCEMENT  FOSTER 


1.      ANNOUNCEMENT  NUMBER 


2.      TYPE  OF  EXAMINATION 

1.  OPEN  COMPETITIVE 

2.  PROMOTIONAL 


3.      DATES 

1.  LAST  DATE  FOR  FILING  APPLICATIONS 

2.  EXAM  DATE 


M.     •  TITLE  OF  EXAMINATION 

1.  AGENCY 

2.  STATE  SERVICE 

3.  CITIES  AND  TCWNS 


5.      SALARY 


6.      .ENTRANCE  REQUIREMENTS  (OPEN  COMPETITIVE) 
ELIGIBILITY  (PROMOTIONAL) 


7.      EXAMINATION  SUBJECTTVES 

KNOWLEDGE,  SKILLS  AND  ABILITIES  (KSA'S) 


8.  EXAM  WEIGHTS 

9.  DUTIES 


INSTRUCTION: 

TYPE  EXAM  SUBJECTS/KSA'S  FROM  ANNOUNCEMENT  POSTER 

EXAMPLE:  HEAD  AEMINSTRATTON  ASSISTANT 

STATE  SERVICE 
ANNOUNCEMENT  NO.  9182 

EXAM  SUBJECTS/KSA'S 

1.  KNOWLEDGE  OF  THE  PRINCIPLES  AND  PRACTICES  OF  SUPERVISION,  INCLUDING 
TECHNIQUES  USED  IN  SCHEDULING,  ORGANIZING,  PLANNING  AND  COORDINATING  WORK 
ACTIVITIES,  ASSIGNING  AND  DEIEGATTNG  WORK  TO  SUBORDINATES,  AND  MOTIVATING 
SUBORDINATES  TO  WORK  EFFECTIVELY 

2.  KNOWLEDGE  OF  OFFICE  PRACTICE 

3.  KNOWLEDGE  OF  FILING 

H.   KNOWLEDGE  OF  REEORDS  MANAGEMENT 

5.  KNOWLEDGE  OF  ON-THE-JOB  TRAINING  PROCEDURES 

6.  KNOWLEDGE  OF  GRAMMAR 


f }  j  Announcement  No.    9182 


Massachusetts  Department  of 
Personnel  Administration 


©OPEN  COMPETITIVE  _*.*,., 
EXAMINAT8QK  rT  ^SSSl® 

$10.00  EXAMINATION  APPLICATION  FEE  REQUIRED  (S«  R^sido 


© 


© 


© 


HEAD  ADMINISTRATION  ASSISTANT 
STATE  SERVICE 


This  examination  is  held  to  establish  an  eligible  list  from  vhich  to  fill 
vacancies  in  this  classification  in  State  Departments  and  institutions. 

SALARY :   The  minimum  salary  is  $   3&6»30  a  week;  the  maximum  salary  is 

$  i»55.95      a  week.  This  salary  may  vary  depending  upon  the  compensation 

plan  in  effect  at  time  of  appointment  due  to  collective  bargaining 
agreements. 

ENTRANCE  REQUIREMENTS;  Applicants  must  have  at  least  (a)  three  years  of 
full-time,  or  equivalent  part-time,  administrative,  managerial  or 
professional  experience  in  the  field  of  office  or  business  administration 
in  vhich  the  major  duties  included  one  or  more  of  the  following  functions: 
purchasing,  personnel  administration,  records  management,  financial 
administration,  budgetary  control,  accounting,  program  management,  office 
management,  or  work  simplification,  of  which  (b)  at  least  one  year  must 
have  been  in  a  supervisory  capacity,  or  (c)  any  equivalent  combination  of 
the  required  experience  and  the  substitutions  below. 

SUBSTITUTIONS 

I.  Successfully  completed  years  of  education  toward  an  undergraduate 
degree  at  a  recognized  school  with  a  major  in  management,  personnel, 
finance,  accounting,  public  administration  or  business  administration  may 
be  substituted  for  a  maximum  of  two  years  of  the  required  experience  on 
the  basis  of  one  year  of  such  education  for  six  months  of  the  required  (a) 
experience. 

II.  Successfully  completed  years  of  education  toward  an  undergraduate 
degree  at  a  recognized  school  with  a  major  other  than  management, 
personnel,  finance,  accounting,  public  administration,  or  business 
administration  may  be  substituted  for  a  maximum  of  one  year  of  the 
required  experience  on  the  basis  of  one  year  of  such  education  for  three 
months  of  the  required  (a)  experience. 

NOTE:  The  maximum  substitution  for  any  combination  of  substitutions  (i) 
and  (II)  above  is  two  years. 

III.  A  master's  or  higher  degree  from  a  recognized  school  with  a  major  in 
management,  personnel,  finance,  accounting,  public  administration,  or 
business  administration  may  be  substituted  for  the  required  (a)  experience 

NOTE:  One  year  of  such  education  is  equal  to  30  semester  hours  or  its 
equivalent.  Successfully  completed  education  of  less  than  one  year  will  be 
prorated  on  the  basis  of  a  thirty  semester  hour  year* 

NOTE:   No  substitutions  will  be  permitted  for  the  required  (b)  experience 

CONTINUED  ON  REVERSE  SIDE 


mow  re  APfiT 

Applit eiien  tardt  (Farm  1)   may  be  obtained  and  Iliad  at:  Oepartment  of  Personnel  Administration.  On*  Athfcurton  Ploce  -  Second 
Floor,  lotion.  Ma»or.rwj.orn  02101.  Pfoato  tond  all  corretpondanco  by  certified  mall  (raiurn  receipt  requeued).  H  pottibla. 

Personnel  Information  Cantor  (Hour*:  9:00  A.M.  -  4:00  P.M.):    In  tha  oaaton  Area    coll:  7274370:   ourtlde  tha  lotion  Area,  call  toll 
free    100  3*24171 

TOD  Telephone  for  the  Hear.ng  Impaired      TOO  727  8370    TOO  7271372    TDO-t00-3f2-et7l. 

EQUAL  OPPORTUNITY  EMPLOYER 


C.I    OS 


GENERAL  INFORMATION 

KASS  Ci;£CK  PAYABLE  TO  TliE  CO!2:Ot.".vE»LTH  OF  KASJACHUSSTTS 


Announcement  No.. 


91S2 


EXAMINATION  APPLICATION  FEE:  Following  IK. 
provisions  of  Section  S(n)  of  Chopter  Jl  o(  *• 
Massachusetts  Generol  lows,  the  Personnel 
Administrator  hot  established  a  f  10  00  proces- 
sing (••  which  muit  be  wbmimd  (Chock  or 
Money  Ordor  Only)  with  each  application  (or 
opon  competitive  or  opon  continuous  exemin- 
aliomi  hold  en  or  after  October  1.  (*••. 

Applicants  ore  advised  to  review  the  Entrance 
Requirement*  carefully  to  ensure  rhot  they  are 
qualified  to  take  the  examination.  There  will  be 
NO  REFUNDS  union  the  examination  1*  can- 
celled. 

Waiver  of  the  processing  fee  may  be  granted  to 
applicant!  receiving  Stole  or  Federal  public 
assistance,  unemployment  Insurance,  or  worker'* 
compensation,  or  to  applicants  submitting  proof 
of  Indigence.  Claims  of  waiver  are  subject  to 
verification. 

Inquiries  regarding  fee  or  waiver  should  be 
directed  to  me  Personnel  Information  Center: 
telephone  numbers  are  listed  elsewhere  on  this 
announcement. 


Instructions  for  filing  are  on  the  front  under 
How  to  Apply".  Applications  postmarked  after 
the  Last  Date  for  Filing  will  not  be  accepted. 
"-•Ice  of  the  time  and  plore  of  the  test  plus 
any  other  necessary  Inlormorlon  will  be  molted 
to  each  applicant. 

Handicapped  applicants  requiring  special  ar- 
rangements far  taking  the  examination  may 
request    reasonable   accommodatic-  »  ::  ■••&. 

at  the  lime  of  application,  or  by  telephoning 
el7-777-«4«2  or  617  727  7583  Special  arrange- 
ments will  be  mode  to  satisfy  requests  for 
assistance  in  taking  the  examination  when  such 
requests  do  not  Impose  undue  hardship  on-  the 
Department. 

Applicants  substituting  education  for  the  re- 
quired experience  must  submit  proof  of  such 
education  or  training. 

Applications  will  be  accepted  from  applicant* 
who  are  currently  enrolled  In  and  expect  to 
complete  formol  education  within  one  year  from 
the  examination  date  which  will  permit  them  to 
entrance   requir.rr-sri*.  TM    t*Z:-t    of 


any  such  applicant  will  not  be  placed  on  the 
eligible  list,  however,  until  official  proof  of  the 
completion  of  the  required  formol  education  is 
pmmnimd  to  the  Exominotion  Processing  Section 
of  the  Depart"  i^-  r>  Pe-s-winel  Ad""in ■i!'»'i«i. 
Room  3 17.  One  Ashburton  Place,  boston.  Mass- 
achusetts 03 1  OR. 


Test  results  will 

the  exornino?Kn_ 


bo  tent  to  oN   parsons    taking 


The  Department  of  Personnel  Administration 
does  not  support  any  private  school  or  service 
offering  preparation  for  civil  service  examin- 
ations, end  is  not  responsible  far  the  advertising 
claims  of  such  businesses.  • 

NOTE:  The  Personnel  Administrator  may  deem 
the  result*  of  this  examination  to  be 
suitable  tor  use  In  filling  requisitions  for 
positions  which  ore  similar  in  duties, 
responsibilities  ond  qualifications. 

TM*  examination  I*  open  to  residents  of 
the  United    Slates    who   meet   all    other 
entrance    requirement*,    if   any.    for    the. 
exominotion. 


©EXAMINATION  SUBJECTS:  THE  WRITTEN  EXAMINATION  WILL  BE  DESIGNED  TO  TEST, 
WHERE  PRACTKCABLE,  THE  FOLLOWING  KNOWLEDGES,  ABILITIES  AND  SKILLS  THAT  HAVE 
BEEN  ESTABLISHED   AS  QUALIFICATIONS  FOR  THE  POSITION: 

KNOWLEDGE  OF  THE  PRINCIPLES  AND  PRACTICES  OF  SUPERVISION,  INCLUDING 
TECHNIQUES  USED  IN  SCHEDULING,  ORGANIZING,  PLANNING  AND  COORDINATING  WORK 
ACTIVITES,  ASSIGNING  AND  DELEGATING  WORK  TO  SUBORDINATES,  AND  MOTIVATING 
SUBORDINATES,  TO  WORK  EFFECTIVELY;  KNOWLEDGE  OF  OFFICE  PRACTICE;  KNOWLEDGE 
OF  FILING;  KNOWLEDGE  OF  RECORDS  MANAGEMENT;  KNOWLEDGE  OF  ON-THE-JOB 
TRAINING  PROCEDURES;  KNOWLEDGE  OF  GRAMMAR;  KNOWLEDGE  OF  THE  METHODS  USED  IN 
THE  PREPARATION  OF  CHARTS,  GRAPHS,  AND  TABLES;  KNOWLEDGE  OF  THE  METHODS 
USED  IN  GENERAL  REPORT  WRITING;  KNOWLEDGE  OF  THE  PRINCIPLES  AND  PRACTICES 
OF  OFriCt  KAiiAGEMSHT;  ABILITY  TO  CHECK  BASIC  ARITHMETIC  COMPUTATIONS 
(ADDITION,  SUBTRACTION,  MULTIPLICATION,  DIVISION);  ABILITY  TO  DETERMINE 
WHETHER  A  CHANGE  IN  OFFICE  PROCEDURE  IS  NECESSARY  AND  TO  EVALUATE  THE 
EFFECTS  OF  CHANGES  MADE;  ABILITY  TO  -ANALYZE  WORKLOAD  IN  TERMS  OF  STAFF 
CAPABILITIES;   AND  ABILITY  TO  ESTABLISH  PRIORITIES. 


© 


DUTIES:  Exercises  direct  supervision  over  a  number  of  clerical  or 
administrative  personnel,  preparing  staff  Job  descriptions  and  performance 
standards,  and  writing  performance  evaluations  and  appraisals;  conducts 
orientation  programs  for  new  employees;  monitors  the  implementation  of 
agency  policey  and  procedures  in  the  vork.  unit  through  the  development  of 
unit  objectives  and  authorises  new  departmental  procedures;  formulates 
policy  recommendations  and  advises  administrators  on  problems;  supplies 
information  in  reponse  to  inquires  from  the  public,  legislature,  other 
state  agencies,  reorganizing  and  compiling  previously  developed  statistical 
data  into  necessary  format,  and  writing  statistical  reports  including 
graphs,  charts  and  tables;  prepares  unit  budget;  explains  agency  policies, 
procedures,  programs,  laws,  rules,  regulations,  and  special  projects  to, 
and  solicits  Information  from,  the  general  public,  state  and  federal 
agencies  and  departmental  employees  to  resolve  problems  and  coordinate 
common  efforts;  provides  technical  assistance  in  such  areas  as  Management 
Information  Systems  (MIS),  proposed  legislation,  financial  systems,  booking 
and  payroll,  group  insurance  programs,  affirmative  action  and  federal 
funding,  confers  with  legal  counsel  to  obtain  interpretations  of  laws, 
rules,  regulations,  policies,  procedures,  statutes  and  contracts  to  ensure 
agency  compliance;  maintains  records  on  such  matters  as  management 
projects,  leased  property,  personnel  actions,  telephone  bills,  credit  cards 
and  Inventory  of  office  supplies  and  equipment,  and  recommends  purchases 
when  necessary;  writes  and  edits  memoranda,  correspondence,  and  reports  for 
clarification,  instruction  in  proper  procedures,  and  interpretation  of 
agency  policies   and  procedures;   and  performs   related  work  as   required. 
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Supervising  lower-level  accountants  and  preparing  and  reconciling  various 
financial  reports,  accounts  and  ledgers;  auditing  books,  accounts  and  programs 
of  federal,  state  and  other  Mass,  political  sub-divisions;  providing  technical 
assistance  to  various  groups;  recommending  changes  in  fiscal  and  financial 
procedures;  installing  accounting  procedures;  reviewing  audit  procedures,  etc. 
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Examining  and   verifying  accounting  data;  preparing  financial  statements, 
expenditure  reports  and  federal  reimbursement  claims;  reconciling  accounts  and 
. unds  disbursed;  interpreting  state  and  federal  laws,  regulations,  guidelines 
and  procedures  for  financial  operations  and  accounting  systems. 


TRAINING  AND  EXPERIENCE 


EXAMINATION  WEIGHTS:  TRAINING  AND  EXPERIENCE,  2;  WRITTEN  EXAMINATION,  3; 

TOTAL,  5-  APPLICANTS  MUST  ATTAIN  A  PASSING  MARK  ON  EACH  OF  THE 
WEIGHTED  SUBJECTS. 


EXAMPLE  §1 

TRAINING  AND  EXPERIENCE 

WRITTEN  EXAMINATION 


2  X  90 

180 

3  X  80 

240 

5  "510 

TOTAL  SCORE  84 

EXAMPLE  n 

TRAINING  AND  EXPERIENCE 

WRITTEN  EXAMINATION 


2  X  70  140 

3  X  80  240 

5    350 

TOTAL  SCORE    76 


FORMULA  FOR  COMPUTING  YEARS  OF  EMPLOYMENT 

FROM  (MONTH,  DAY,  YEAR) TO  (MONTH,  DAY,  YEAR)         NO.  YRS.       NO.  MPS. 

3/1/83  6/3/85  2  3 
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FORMULA  FOR  COMPUTING  SEMESTER  HOURS 

Semester  Hours/  Semester  Hours/  %  Completion/ 

Received                    Required  Rate 
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120             +            120  100* 

78            +            100  781 

90           *  +                            100      -  90* 
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